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MEMORALDUM FOR: Mr. Richard Tufaro

I have attached a copy of Merrill T. Kelly's
memorandum of 6 February 1973 to the Security
Committee of USIB, together with a USIB
minute based on Mr. Kelly's correspondence.

_These, I believe,are the papers you requested
the other day. A subcommittee of the USIB

Security Committee is now considering this
matter.
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30 May 1973
(DATE)
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MEMORANDUM OGC STH : SECURITY EO11652
Class & Declass
THE WHITE HOUSE not indexed

WASHINGTON

MEMORANDUM FOR: MEMBERS OF THE INTERAGENCY
CLASSIFICATION REVIEW COMMITTEE

FROM: Richard C. Tufaro ¢

SUBJECT: I.{e'v‘ie\.av of S.ta‘tndérd and Optional Forms on
Classification and Declassification

As part of the technical assistance being provided to the Interagency
Classification Review Committee by the National Archives & Record
Service (NARS), a study has been underway for several months on
the benefits of prescribing Standard or Optional Torms in managing
classified information. The Standard Forms Program, is one of
the government-wide responsibilities of NARS. Accordingly, your
departmental liaison representatives were contacted by NARS and
asked to provide copies of all forms currently in use involving
control, access and storage of classified information and material.
Also requested were destruction certificates and forms used in
annual reviews for downgrading and declassification.

Forms from thirteen departments and agencies were reviewed, although
some collections were incomplete. Several Standard Forms have been
recommended to us and there appears to be merit in providing Optional
Forms for many of the day-to-day operations. All forms included in the
final selection will appear in an ICRC handbook to be issued early in the
fall. We would like to have your comments and suggestions on these draft
forms, however, before they appear in final form.

The NARS officials have suggested scheduling a series of work sessions
to consider the forms according to the review schedule shown in
attachment No. 1. Departments should send no more than three repre-
sentatives to the first meeting which is scheduled for 10 A. M. on

June 7, 1973 in Room 503 at the National Archives Building. It has
been suggested that each of the committee members be represented

by the regular liaison representatives shown in attachment No. 2

or their designated alternates. In addition, it would be useful for
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you to consider including senior records management and security
officers.

I plan to attend the first meeting, and have asked Harold J. Keonig,
Assistant Archivist, Office of Records Management, to be with us

also. After the objectives and schedule have been explained, we

expect that the review process and solicitation of departmental comments
can be handled by the liaison representatives. In view of the tight
schedule proposed, you may wish to provide alternates to take care

of vacations or other possible conflicts.

It would be appreciated if you could submit in writing or by phone
(456-6690) no later than June 6 the names of those officials who
will be representing your department.
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SCHEDULE FOR
REVIEW OF STANDARD AND OPTIONAL FORMS
" ON CLASSIFICATION AND DECLASSIFICATION

June 7 Introduction and Review plan
Cover sheets, labels, signs, etc.

June 19 Classification, declassification, access
June 26 Accountability

July 10 Transmission, mailings, shipment

July 17 Access, visitor logs, cryptographic access
July 24 Final summation
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STANDARD AND OPTIONAL FORMS PROGRAM
STATINTL LTAISON REPRESENTATIVES

Atomic Energy Commission

Mr. Joe Gorman

Chief, Records Management Branch

Office of the Comptroller P-11108
Washington, DC 20545 Code 119, ext. 5543

Central Intelligence Agency

1 |
CIA Headquarters Bldg., Room 7E12 _
Washington, DC 20505 | STA

Department of Defense

Mr. Joseph S. Korfanty

Internal DOD Information Requirements
Directorate for Information Control

The Pentagon, Room 4B-011

Washington, DC 20301 Code 11, ext. 77751

Department of Justice

Miss Sylvia Valloric
Chief, Directives and Forms
Management Staff
Office of Administrative Services
- Administration Division
Washington, DC 20530 Code 187, ext. 3210

Department of State

Mrs. Gail J. Cook
Room 905, 1800 G Street, NW
Washington, DC 20520

Approved For Release 2004/11/01 : CIA-RDP75-00793R00028Q¢ 1D+, 2




